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Award: Recipient Acceptance Overview

Grants Officer

Manage Award Users
Screen, 

press Done Button

1

Accept Award

4

Recipient 
Authorized 

Representative/
Grants 

Specialists

3
5

Accept 
Award/Confirm 

Recipient System 
Administrator
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Manage 
Award Users

Done
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Manage Award
Complete

Recipient System 
Administrator
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Approve Award File CBS 2nd Approver
(Review)

CBS 1st Approver 
(Review) Approve Approve
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Award: ASAP Recipient Acceptance Overview

Grants Officer

Manage Award Users
Screen, 

press Done Button

1

Accept Award

4

Recipient 
Authorized 

Representative/
Grants 

Specialists

3
5

Accept 
Award/Confirm 

Recipient System 
Administrator

6

8

Manage 
Award Users

Done

9

Manage Award
Complete

Recipient System 
Administrator

7

Approve Award File CBS 2nd Approver
(Review)

CBS 1st Approver 
(Review) Approve Approve

Finance OfficeCBS 1st Approver 
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ASAP 
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Award: Manual Acceptance Overview

Grants Officer

1

Mail Award

4

CBS 1st 
Approver

3
6

Mails 
Acceptance 

letter to 
GMD

Done

Recipient 
Authorize Rep

7

Approve Award File CBS 2nd Approver
(Review)

CBS 1st Approver 
(Review) Approve Approve

8

Manually 
Accepts 
Award

Done

Grants Specialist/ 
Grants Officer
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Recipient 
Authorized 

Representative

Receives e-mail 
indicating they 
need to contact 
the Help Desk to 
obtain password

Accept Award Provide 
System Administrator 

data

Enter Required Info.:
• Name
• E-mail
• Phone

Click Done

3

Return for 
Revisions

View Award 
Details

Grants 
Officer

Award: Recipient Award Acceptance – Recipient Authorized Representative

Decline Award

CD-450

Receives task in 
inbox to 

Accept/Decline 
Award

This step only occurs if this is 
the first award granted to  the 
organization by NOAA.

This step only occurs if this is 
the first award granted to  the 
organization by NOAA.

Comments
• Reasons  for 

declining the award
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Managing Award Users: Role of Recipient System Administrator

Recipient System
Administrator 

Receives task 
in Inbox to 
Manage 
Award Users

View Manage 
Award Screen

Identify Authorized Representatives:

• Edit Primary Authorized Representative
• Add PI/CO-PI’s/Other Investigators
• Add Business/Finance Representatives
• Add Additional Key Personnel
• Add Other Key Performers

6
Manage Award 
Complete
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1 2

Recipient Authorized 
Representative, PI, Co-

PI, or Finance 
Representative

Search for Awards via
The Awards Tab

3

Select Award Action
Request link and enter the 

Required fields

4

Review/Forward 
To Agency

5

Program Officer

3 / 6

1.) Review Award Action Request
2.) Forward to Grants Specialist

4 / 7

Grants Specialist

5 / 8

1.) Review Award Action Request
2.) Forward to Grants Officer

6 / 9

Grants Officer

7 / 10

1.) Review AAR
2.) Approve AAR

Recipient 
Authorized 

Representative

8 / 11

Done

9 / 12

Recipient Authorized 
Representative

10 / 13

AAR Approval
Notification

Award: Award Action Request (AAR) Overview

Program Officer/ Grants 
Specialist/ Grants 

Officer

Create paper AAR

1 2



10Version 2.7

Post Award: Award Action Request – Recipient Authorized Representative, PI, Co-
PI, or Finance Representative

Search for 
Awards via the

Awards Tab

Select 
Award Action

Request link and 
Complete Form

Program 
Officer

Recipient 
Authorized 

Rep.,

Recipient must provide (as applicable):
• Dates
• Justification
• Budget of remaining funds
• Supporting documentation
• Lease vs. purchase analysis
• Compliance with Fly America Act
• New PI contact information
• SAC completion justification
• Cost amount
• Transfer amount
• Sub-award method of selection
• Attachments

Select Save 
and Return 
to main

1 6

Search for 
Awards via the
Awards Tab

Select 
Award Action

Request link and 
Complete Form

Recipient 
Authorized 

Rep
PI, Co-PI,  Finance 
Representative, or

Key Personnel

1

Review/Forward 
To Agency

Review/Forward To 
Agency

Recipient 
Authorized 

Rep.,

Forward to 
Authorized 
Rep

Select Save 
and Return 
to main

Forward to 
Authorized 
Rep

Recipient must provide (as applicable):
• Dates
• Justification
• Budget of remaining funds
• Supporting documentation
• Lease vs. purchase analysis
• Compliance with Fly America Act
• New PI contact information
• SAC completion justification
• Cost amount
• Transfer amount
• Sub-award method of selection
• Attachments
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Recipient 
Authorized Rep.

Award Action Requests may include:
• Dates
• Justification
• Budget of remaining funds
• Supporting documentation
• Lease vs. purchase analysis
• Compliance with Fly America Act
• New PI contact information
• SAC completion justification
• Cost amount
• Transfer amount
• Sub-award method of selection

Receives task in 
Inbox to Review 

Award Action 
Request

Edit/Review 
Award Action 
Request

Forward to 
Agency

Program Officer

4

6

Post Award: Award Action Request – Recipient Authorized 
Representative
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Post Award: Award Action Request – Expanded Authority No-Cost Extension

Expanded 
Authority No-

Cost Extension

System Changes 
the Date

6

Program 
Officer or 

Grants 
Specialist

A task is sent to CBS staff 
requesting that the date is 
change on the CBS system. 

A task is sent to CBS staff 
requesting that the date is 
change on the CBS system. 
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Post Award: Award Action Request – Program Officer

Program Officer

FALD

Receives task 
in Inbox to 

Review 
Award Action 

Request

Edit Special 
Award 

Conditions

Forward to 
FALD for 

review

Forward to Grants 
Specialist for 

Review Grants Specialist

View Award 
Action Request 

Details

Click Add New 
Special Award 

Condition

Enter SAC 
Name and 
Description

Click Save Click Done

6

8

Award Action Requests may include:
• Dates
• Justification
• Budget of remaining funds
• Supporting documentation
• Lease vs. purchase analysis
• Compliance with Fly America Act
• New PI contact information
• SAC completion justification
• Cost amount
• Transfer amount
• Sub-award method of selection
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Post Award: Award Action Request – Grants Specialist

FALD

Receives task 
in Inbox to 

Review 
Award Action 

Request

Edit Special Award 
Conditions

Forward to FALD for 
review

Forward to Grants 
Officer for Review

Return to Program Officer

Click Add New 
Special Award 

Condition

Enter SAC 
Name and 
Description

Click Save
Click Done

8

10

Grants 
Specialist

Grants Officer

Reject

Program Officer

View Award 
Action Request 

Details

Award Action Requests may include:
• Dates
• Justification
• Budget of remaining funds
• Supporting documentation
• Lease vs. purchase analysis
• Compliance with Fly America Act
• New PI contact information
• SAC completion justification
• Cost amount
• Transfer amount
• Sub-award method of selection
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Post Award: Award Action Request – Grants Officer

Receives task 
in Inbox to 
Approve 

Award Action 
Request

Edit Special 
Award 

Conditions

Return to Grants 
Specialist for Review

View Award 
Action Request 

Details

Click Add New 
Special Award 

Condition

Enter SAC 
Name and 
Description

Click Save Click Done

10

8

Grants 
Officer

Grants Specialist

Reject

Approve Award Action 
Request

Award Action Requests may include:
• Dates
• Justification
• Budget of remaining funds
• Supporting documentation
• Lease vs. purchase analysis
• Compliance with Fly America Act
• New PI contact information
• SAC completion justification
• Cost amount
• Transfer amount
• Sub-award method of selection
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1 2

Program Officer, 
Grants Specialist, or 
Grants Officer

Search for Awards 
via the
Awards Tab

3

Select link for 
Amendment
and complete 
Required fields

4

Review 
Amendment
Forward to 
Grants Officer

5
6

Review 
Amendment
Approve 
Amendment

7
8

Accept 
Amendment

9

Grants OfficerGrants Specialist Recipient 
Authorized Rep.

FALD No Legal 
Comment

Award 
Launch 
Page

* Alternate flow if Forward Amend or AAR to FALD

Done

Award: Award Amendment Overview

FALD 
Comments

NON-FUNDED AMENDMENT

CBS 2nd Approver
(Review)

CBS 1st Approver 
(Review)

Approve Approve

1 2

Program Officer, 
Grants Specialist, or 
Grants Officer

Search for Awards 
via the
Awards Tab

3

Select link for 
Amendment
and complete 
Required fields

4

Review 
Amendment
Forward to 
Grants Officer

5
6

Review 
Amendment
Approve 
Amendment

Grants 
Officer

Grants Specialist

Done

FUNDED AMENDMENT

Accept 
Amendment

7

8
9

10 11

12

13

If additional funds 
are requested. 
Then a task is sent 
to the CBS 
approver

If additional funds 
are requested. 
Then a task is sent 
to the CBS 
approver

Recipient 
Authorized Rep.
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Program Officer/
Grants Specialist/
Grants Officer
(Returns Task to 

Role from which it 
was received)

Receives task in 
Inbox to Review 
Amendment

FALD 
Comment

No Legal 
Comment

FALD

Post Award: Amendments - FALD
1

View Award 
Action Request 

Details

View 
Amendment 

Details

Amendment Details
• Grant Type
• Project Title
• Project Description
• Amendment Start and End Dates
• Costs
• Reasons for Amendment
• Special Award Conditions
• Line Item Budget

Award Action Requests may include:
• Dates
• Justification
• Budget of remaining funds
• Supporting documentation
• Lease vs. purchase analysis
• Compliance with Fly America Act
• New PI contact information
• SAC completion justification
• Cost amount
• Transfer amount
• Sub-award method of selection
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Program Officer

FALD

Receives task 
in Inbox to 

Review 
Amendment

Edit Special 
Award 

Conditions

Forward to 
FALD for 

review

Forward to Grants 
Specialist for 

Review Grants Specialist

View Award 
Action Request 

Details

View 
Amendment 

Details

Click Add New 
Special Award 

Condition

Enter SAC 
Name and 
Description

Click Save Click Done

6

8

Award Action Requests may include:
• Dates
• Justification
• Budget of remaining funds
• Supporting documentation
• Lease vs. purchase analysis
• Compliance with Fly America Act
• New PI contact information
• SAC completion justification
• Cost amount
• Transfer amount
• Sub-award method of selection

Amendment Details
• Grant Type
• Project Title
• Project Description
• Amendment Start and End Dates
• Costs
• Reasons for Amendment
• Special Award Conditions
• Line Item Budget

Post Award: Award Action Request which turns into an amendment –
Program Officer
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FALD

Receives task 
in Inbox to 

Review 
Amendment

Edit Special Award 
Conditions

Forward to FALD for 
review

Forward to Grants 
Officer for Review

Return to Program Officer

Click Add New 
Special Award 

Condition

Enter SAC 
Name and 
Description

Click Save
Click Done

8

10

Grants 
Specialist

Grants Officer

Reject

Program Officer

View Award 
Action Request 

Details

View 
Amendment 

Details

Award Action Requests may include:
• Dates
• Justification
• Budget of remaining funds
• Supporting documentation
• Lease vs. purchase analysis
• Compliance with Fly America Act
• New PI contact information
• SAC completion justification
• Cost amount
• Transfer amount
• Sub-award method of selection

Amendment Details
• Grant Type
• Project Title
• Project Description
• Amendment Start and End Dates
• Costs
• Reasons for Amendment
• Special Award Conditions
• Line Item Budget

Post Award: Award Action Request which turns into an amendment –
Grants Specialist
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Receives task 
in Inbox to 

Review 
Amendment

Edit Special 
Award 

Conditions

Return to Grants 
Specialist for Review

View Award 
Action Request 

Details

Click Add New 
Special Award 

Condition

Enter SAC 
Name and 
Description

Click Save Click Done

Recipient 
Authorized Rep.

10

8

Grants 
Officer

Grants Specialist

Reject

Approve Amendment

View 
Amendment 

Details

Amendment Details
• Grant Type
• Project Title
• Project Description
• Amendment Start and End Dates
• Costs
• Reasons for Amendment
• Special Award Conditions
• Line Item Budget

Award Action Requests may include:
• Dates
• Justification
• Budget of remaining funds
• Supporting documentation
• Lease vs. purchase analysis
• Compliance with Fly America Act
• New PI contact information
• SAC completion justification
• Cost amount
• Transfer amount
• Sub-award method of selection

12

Post Award: Award Action Request which turns into an amendment – Grants Officer
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Review/Revise 
Enforcement

Forward to GO

Notification of 
Enforcement

Creation and approval

1 4 6

Approve 
Enforcement

78

Grants Specialist
Grants Officer
Program Officer

2 3

Search for 
Awards via

The Awards Tab

Select link for 
Enforcement
and enter the 
Required fields

Grants Officer

Recipient 
Authorized Rep.

Note: Alternate
Flow depending on
Enforcement type

5

Award: Award Enforcement Overview
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Search for 
Award

Grants 
Specialist

Select link for 
Enforcement

Enter Required Information:
• Name
• Description

Grants Officer Select action: 
Forward to Grants 
Officer for Review

Select 
Enforcement 

Details:
High Risk 

Press “GO”

Select High Risk 
by Award or 
Organization

Press 
Save

Select link titled 
“Create High 
Risk Special 

Award Condition”

Select Link to 
Add a New 

Special Award 
Condition

Press Save

Click the “Save 
Amendment and 
Return to Main”

button
Click button to 

Cancel 
Amendment

1

5

Post Award: Create Enforcements (High Risk Special Award Condition) –
Grants Specialist
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Search for 
Award

Grants 
Specialist

Select link for 
Enforcement

Enter Required Information:

Suspension of Payments:
• Reason for Suspension
• Corrective Action
• Checkbox: Suspend by Award or 

by Organization

Suspension of Award:
• Reason for Suspension
• Corrective Action
• Checkbox: Suspend Immediately or 

Recipient Action Required

Grants Officer

Select Enforcement 
Details:

Suspension of 
Payments or

Suspension of Award

1

5

Post Award: Create Enforcements (Suspension of Payments and  
Suspension of Award) – Grants Specialist

Grants 
Specialist

Review / Revise 
Enforcement
Select action: 

Forward to Grants 
Officer for Review
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Enter Required Information:

Reactivation of Payments:
• Reason for Reactivation
• Corrective Action
• Checkbox is pre-populated and denotes 

Suspension by Award or by Organization 

Reactivation of Award:
• Reason for Reactivation
• Corrective Action

Grants 
Specialist

Receives task in 
Inbox  to 
Reactivate Payment 
or Reactivate Award

Grants Officer
Select action: 
Forward to Grants 
Officer for Review

Select Enforcement 
Details:
Reactivation of 
Payments or
Reactivation of Award

1 5

Post Award: Create Enforcements (Reactivation of Payments and  
Reactivation of Award) – Grants Specialist
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Search for 
Award

Grants 
Specialist

Select link for 
Enforcement

Enter Required Information:

Termination for Convenience:
• Reason for Termination
• Termination Date

Termination for Cause:
• Reason for Termination
• Termination Date
• Check appropriate Material Noncompliance Reasons:

- Violation of Terms & Conditions of Award
- Failure to Perform Award Activities in a 

Satisfactory Manner
- Improper Management or Use of Award Funds
- Fraud
- Waste
- Abuse
- Mismanagement
- Criminal Activity
- Other

Select Enforcement 
Details:

Termination for 
Cause or

Termination for 
Convenience

1

Post Award: Create Enforcements (Termination for Cause and Termination for 
Convenience) – Grants Specialist

Grants Officer

5

Grants 
Specialist

Review / Revise 
Enforcement
Select action: 

Forward to Grants 
Officer for Review
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Grants 
Officer

Receives task in 
Inbox  to Review 

Enforcement

Approve

Grants 
Specialist

Review 
Enforcement 

Details

Approve

Return

Recipient Authorized 
Representative

Return to Grants 
Specialist

Reject

If Suspension 
of Payment, 

Notification of 
Enforcement 

Approval

Suspension of Award or Payments:

• Reason for Suspension
• Corrective Action
• Checkbox for Suspension of Payments:

Suspend by Award or by Organization
•Checkbox for Suspension of Award: 
Suspend Immediately or 
Recipient Action Required

7

5

1

If Suspension of 
Award, Recipient 
Notified outside of 

Grants Online

Post Award: Approve Enforcements (Suspension of Payments and  Suspension of 
Award) – Grants Officer
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Grants 
Officer

Receives task in 
Inbox  to 
Review/Revise 
Reactivation

Approve

Grants 
Specialist

Review 
Reactivation 
Details

Approve

Return

Recipient 
Authorized 
Representative

Return to Grants 
Specialist

Notification of 
Enforcement 
Approval

Reactivation of Award or Payments:

• Reason for Suspension
• Corrective Action
• Checkbox for Suspension of Payments:

Suspend by Award or by Organization
•Checkbox for Suspension of Award: 
Suspend Immediately or 
Recipient Action Required

87

5

1

Post Award: Approve Enforcements (Reactivation of Payments and Reactivation of 
Award) – Grants Officer



28Version 2.7

Grants 
Officer

Receives task in 
Inbox  to Review 

Enforcement

Approve 
Termination

Grants 
Specialist

Review 
Enforcement 

Details

Approve

Return

Recipient 
Authorized 

Representative

Return Termination 
to Grants Specialist

Reject Termination

Notification of 
Termination 
outside of 

Grants Online

Termination for Convenience:
• Reason for Termination
• Termination Date

Termination for Cause:
• Reason for Termination
• Termination Date
• Check appropriate Material Noncompliance Reasons:

- Violation of Terms & Conditions of Award
- Failure to Perform Award Activities in a 

Satisfactory Manner
- Improper Management or Use of Award Funds
- Fraud
- Waste
- Abuse
- Mismanagement
- Criminal Activity
- Other

5

7

1

Post Award: Approve Enforcements (Termination for Cause and Termination for 
Convenience) – Grants Officer


